Web Work User’s Manual

Work Orders Module

Work Orders can be manually generated from the Work Requests or Work Orders modules or they can be
generated automatically by performing a PM generation. How ever a work order is created, their details can
be updated or modified from the Work Order module. This Chapter describes how to use the Web Work,
Work Orders module.

Table of Contents

| [1.1 OVERVIEW OF THE WORK ORDER MODULE ......c.oooiiiitiiieieie ettt sttt 3|
”2.1.1. TO Create 8 VWOIK OF QBN ... ...t e e ettt e e e e s st e e e e e e e s aane e e e e e aeeeasunsseeeeaesaasunsnneeeaaeesaannsnnneeaeannn 4

| p.l CHANGING THE STATUS OF A WORK ORDER ......oiiiiitiieeee et e 5|
[B.1.1.  ADPIrOVING WOTK OFOEI'S ... vttt ees et tee e eeeeeeseeseeenseesetesseesseesetassesscescens 5

1.2, Changing the Satus of a WOrK OF0er ...t I

S350 R V1Y T < @ s LS =N IS [T (o 7 8

| |4.1 ADDING ESTIMATESTO A WORK ORDER ..ottt 9|
[£.1.1. Adding ESHMALES - TASKS. .........ovueeersirieierieenisnssicis s esss s snss s enss s ssssessssosenees 9
1.2 Adding ESIMALES - LabOUN ... 10

1.5, AAAING ESHMALES - IMALEITAIS .......eeeeeeee e r e e e s e e e e e e s e e e e e e s s e snnrn e e e e e e sannnrneeeeeean 12

[5.1 WORK ORDERS - ACTUALS ..ottt e b e et se e e e sr bbbt e e e s e e e s resbesnennnens 13|
b.1.1. AAAING WOIK OFOEr ACLUAIS ...ttt e eeteeeteeeeteeeteeeeseeenbesaesesensesesseennsesesseesses 13

b. 1.7, AJOING ACTUAT TASKSTO @ WOTK OF BT ---eomreomosoomaemseesemsomeeaamamamaemaemasmasnaaamamameemaemaenanoimsnannneees i)

b.1.3. Adding Actual Labour 10 @ WOTK OFQEN ........c..eecueeeeeeeeeeiieeeeeeeeeteeeeeeeeeeeeeeeteeenteeereesnveeeereesnreessseesnrens 14

b. T4 AJAING ACTUAl MATErTalSTO @ WOTK OTTET «oreroeoooeoesesmremamasmaamsmsemsmesmasmaamaamamaesmssmesmnamasnsnssnsneees 16

b.1.5. Adding Actualsto a WOrk Order —EXampPle L .........c.ooiieiieeiiieieieeese et eaea 17

5T0. CONVETTING ESIMAIES TO ACTURIS. ... verveeveeseeeseereerseeseessesssnsseesseessnesseesseeseesseesseessenssnsssesseesseesseeseeseeseeee 19

b.1.7. | = A = = ST Y U= 20

b.1.8. L 0T0 o T J =0 [V =SSR A

p.l ADDING REMARKSTO A WORK ORDER.......ccootititiiieieeriee sttt e s 22|
|7.1 WORKORBERACCOUNMFbrrreroeroeiiiiiiiiirieri i oo oo mmmmmemmememeeeeeeee——————— 23|

Work Orders

1-42



Web Work User’s Manual

y.1.1.  Applying the costs of a work order to more than oNe acCouNt..........cococviviiiiiiiiciisi 23
Y1z EAITING WOTK OT GO ACCOUNTS ... eeoeeeeeeeeeeeseessessessessessesssessessessessessessesseessessessessessesseeseessessesessesessensens 25

B.1  PERFORMING WORK ORDER QUERIES.........coiiiiitiiitiiniinitiit ittt 26|
1.1 Performing WOIrK OF 08I QUETTES.........oouveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeteseeeseeesssnseresasseessssnseessssseeeesssereesnnees 26

B T2, WVOTK OTUET (QJUETTES - EEXQITIIES 1w oweeuesweeeeeeseeeeeeseeneeneeeeseseeeeseneeeeeneeeseneeesseneeseseneeesseneesereseseesesees Z7
SR L= T TV L= 27

B LA, SAVING VWOTK OTUET QIUETIES ...veveweeereeseeereeeseeereseeesmneeesseseesereseesereseesesereeesseneeseseseeesseseeserseseseeserees 28
B.1.5. RUNNING SAVEI QUETTES.... .. cueeveeeseereseeseesessesessessessesesseseesessessesessessesessessesessessesessessesessessesessessesessessessesesses 29

B L0,  EOIUNG SAVEU QUETTES . voveevesweseeersreeeessemesessesmeesessesnsseseesessnseeeseseesesesessesesmesesseseeseseserseseseesessnseesesees 30

Pl COMPLETING WORK ORDERS.........iiiiiitiiiri 31|
D.1.1. Completing asingle WOrK OFQeY ... 31
D12, BalCh COMPIEIE (QUEIY) ..veeveiveeeeereesessnseessnseeeseseesnsnssesesnseesessnssesessnseesessnseesesnseesesnseeeseseseseeseeesees 33

1.3, Viewing ComPIEtion DELAIIS...... ..ottt b ettt a e e e sne e 34

0.1 CLOSING WORK ORDERS..........oritrieiririreiiciiienisisnisiesisnssssssssisnsisssssssss s sssssssssssssssssssssssssnssssssnsisns 34]
Il-H—EM—A-I—L—I—N-GMI—GR-)@GR—DERS ......................................................................................................................... 35|
[21.1. To print only the Work Order that is currently displayed ON TRE SCreeN: ... oo 36|
12.1.2.  Printing MUIIPIE@ WOIK OFTEIS........ceeieiesece st eeeee e ettt e e sae st te st sneesa e e enaenteseessesnennens 37

3.1 WORK ORDER CALENDARS.......ccoiittiieteieeeieeeeteeeeseeeeseeeeeeesseeesseeeseesssaessseessesesssesssaesssassssesesassssesssnsssnncs 37|
A4l — MO NG EQUPMENT e ’20|
15.1.1.  Creating WOrK Order REPOIS ........cc.oiiiiitiieieeeeieeieeiesie st eteeee e seesteste e eteeeeseeseeseesbesseesesaeeneessessessessens 41
5.1.2. Printing WOrK Orader REPOITS........ooiiiiiitieieeie ettt ettt et saeeste et eseseesaeesaeesaeasaeeseensesnsesnsesnsens 41

L. 1 LINKS. ..o 42|

Work Orders

2-42



Web Work User’s Manual

1.1 Overview of the Work Order Module

The Work Order module is used to create, approve and close work orders.

Click on the WORK ORDERS button on the left hand side of the screen to access
the Work Orders module.

When you enter the Work Orders module you will be in Query mode as shown in the screen below:

1'.'.'!Irﬁ1||l-:'|.‘:|||l-: Urdier Smiem Un lhe Web - Bicrazalf minmed Expomer '_ r'.-| ﬁ
Pk Wws Pewrds Tock  Fep Wi O+ P
] e v s ) = =
—
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Proombes

Click on the query button to
select information from the
Web Work database.

Mords

Lo i

i Click on any field name to

s P | open the help window for that
; field.
(=" ] = Cezery Dnlm | : el q‘
Contecd ore | Togeitein | I warege = Enter information into any field
Jy—— I | e | oy = and then click on the LOOKUP
B T ot | § . - button to query thg database
for records matching the
- " [ — e &) criteria vou selected.
Bade querg
] Feady B et

The OPERATIONS @ @reraTicoMs RESOURCES @ RESOURCES TOOLS W@ T22L® and HELP
@ HELF drop down menus contain the various features available in the Procedures module.

Web Work includes “help files” for all field names. To access these help files, click on the field
name. A popup window will open displaying help for the field selected.
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2.1 Creating New Work Orders

Work Orders can be created from Work Requests or they can be created in the Work Order module.
Preventive Maintenance Work Orders can also be created in the PM module. See the PMs chapter of this
manual for more information on PM Work Orders.

2.1.1. To Create a Work Order

OFERATIONS
Pl Worh Cediar [ 8o Musribes

+  Enter the WORK ORDERS module m by SEleCting it Fech ompme st b

from the menu on the left hand side of the Web Work screen. et iere TR
« Clickonthe @ 2@ EraTiomMs menu and select New Work Order or S
New Work Order (Auto Number) from the drop down menu. o

Sa=nd Comran

Work Order auto numbering can be set up with a specified number of digits, prefixes etc. See:
Operations, Set Auto-Number in the Admin module for more information on this feature.

*  The following screen will open:

B Pa b b Wik D Syviam Un |x Bab - Microaelt | niceres Explozer '__ .!_"ﬂ_

Fiatsn  Ted  Feip I.'d l"
bitc v o | il ]
— |
WonRe oRDER MOoODULE
=TT - B WO RO 3 - SrimLr
Wi T E‘
P B e L
i iy q
et ) !
S [ #
s PG
e 1
v M
A dcooani & The dark colored fields
= Coal are required fields.
damgredtn The light colored fields
are read only fields.
Mo s All other fields are
| Save | Ciran | optional.
i ek L RS r
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Enter information into the fields displayed on the screen. For information on field contents click on
any field name — this will open a popup help window for that field name.

NOTE: The Work Order #, Description, Status, Type and Open Date fields are the only required
fields, all other fields are optional.

[@D A default Priority code such as WAPPR (Waiting Approval) can be set up. See Admin — System

3.1

Defaults for more information. A default Work Order type such as RM (Regular Maintenance)
can be set up. See Admin. — System Defaults for more information.

SAVE |

Click on the SAVE button |
order.

at the bottom right hand side of the screen to save the work

You will then be in edit mode. You can edit and resave the work order, print the work order, add
estimates to the work order or continue working in the module of your choice by clicking on the
module button on the left hand side of the screen.

Changing the Status of a Work Order

As a work order flows through the system of your organization, its status may require changing a number of
times. IE: From new work order, to approved work order, to pending work order to completed work order.
The Web Work Change Status field is used to make these work order status changes.

There are five main system codes. WTAPPR (Waiting Approval), APPR (Approved), COMP (Completed),
CLOSE (Closed) and CANC (Cancelled). In addition you may create a number of sub-codes within these
main categories.

3.1.1. Approving Work Orders

Enter the WORK ORDERS module by selecting it from the menu on the left
hand side of the Web Work screen.

Perform a work order query to locate and retrieve the work orders you want to approve. See Work
Order Queries for more information on performing work order queries.

Click on the @ 2 =raTioMs menu and select Change Status from the drop down menu.

DFERKTIONS

heesy Wt Crder [ Sudn Mmber]
iy W et
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!
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1 i
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Prirs] Thilg W
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@ Work Orders must have a status of approved before Actuals can be added to them.

e A window similar to the one shown below will open:

Wik Orcdir 8 0124
Cuamant Sinfus: NEYAA /
Change Sinuz o | NEVATED i

Approves anad sal sistus foc | AFPR L
s Fenanks
ool s workoner

{21 Thiz Mecord Ondy U3 ALL Sstecied Beconds

Click on the down arrow
to view the status options.

Click on the UPDATE
button to update the
status and close the
Change Work Order
Status screen.

« Click on the down arrow ™ on the “Approve and Set Status To” field and select APPR from the

down down list.

3
e Click on the UPDATE button to update the status. The Change Work Order Status window will
close and you will be returned to the main screen of the work order.

«  Click on the RADIO button ' beside This Record Only or All Selected Records.

NOTE: APPR will now appear in the Work Order Status field and approved will appear on the

bottom right hand side of the screen.

If your organization wishes to have Work Orders approved automatically when created, Web Work
E@ can be setup to automatically perform this task. See the System Admin — System Defaults section

of this manual for more information on setting up this feature.
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3.1.2. Changing the Status of a Work Order

» Locate and open the applicable work order. See Work Order Queries for more information.

«  Click on the Operations menu @ 2 ==raTic NS and select Change —
Status from the drop down menu. Bl Ve Cviey

vtk Circisr Susry
Bwioh Coenpdste Gy

«  Click on the down arrow ¥ beside the field where you want to change ~— Eashies b=

the status. Eh
Lipadates Procehuns
‘? i
* Click on the update button ] to update the status and return to the Privd Sabeclud Vot

Prirs Thiln Wi
il bt S

main work order screen.

WTAPPR
A work order with a status of WTAPPR:

» Can be changed to a sub-category of WTAPPR ie: NEWWO, NEWREQ, PENDING, WMTRL
» Can be changed to APPR (approved) or a sub-category of approved ie: INPRG
* Can be cancelled

Estimates and other editing functions can be performed on a work order with a status of WTAPPR (or a sub-
category thereof).

APPR
A work order with a status of APPR:

e Can be changed to a sub-category of APPR
e Can be changed to WTAPPR or a sub-category thereof
» Can be completed

Actuals can be added to a work order with a status of APPR (or a sub-category thereof), but no other
changes can be made.

If your system default — Approve Work Orders is set to NO, an approved work order cannot be
[@ cancelled unless you change the status of it to NEWWO or a sub-category of NEWWO first.

If your system default — Approve Work Orders is set to YES - then work orders with the status of
approved can be cancelled.
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COMP
A work order with a status of COMP:

e Can be changed to a sub-category of COMP
* Can be changed to APPR or a sub-category thereof
» Can be changed to CLOSE or a status thereof

Work order is finished, no changes can be made.
The remarks field can be used to add comments regarding the status of the work order or changes
to the status. Type applicable comments in the remarks box before you click on the UPDATE

button to update the status change.

CLOSE
A work order with a status of CLOSE:

* Record is archived
* NO changes can be made to the work order.

3.1.3. Work Order Status History

To view the status history for a work order: RESOURCES
Details
e Open the applicable work order on the screen. Modify Equipment
Estimates

+ Click onthe @ REsourRcES menu and select Work Order | Actuals
Accounts

Status History.

Status History |
. . Remarks 'h
The following screen will open:
T Wckrarb: Werk Ordn Sl On The Wl - e rosall inbeired Explarer ': = E
Fie Pl Ve Faemie=  Timbl Hel % & - >
oy b oo il -+ L)
—
wWoRnE DRDERN DDLULE
D pEwmaTinaE o e - S Tooss S HELF
ik v B[00 -'m""l'l s
BTN
RN . e el Ea ] TERS
AT 71 A 1L e
MR T P MDA TERS:
RTREATI g ] L=
SRR T 5 Pud L] THC:
Wk | besmory i1 wd 1)
[ Carci ]
[ FLLE [ FCCT
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The first column shows the date and time of the status change.

e The second column shows the changed status.

*  The third column shows name of the user who performed the status change.

* To exit Work Order status history click on the CANCEL button [

4.1 Adding Estimates to a Work Order

Estimates can be added to a work order to indicate the tasks, labour and materials required to complete a
work order.

4.1.1. Adding Estimates - Tasks

By adding tasks to a work order, the employee assigned to complete a work order will be provided with a
checklist of tasks for completing the work.

To add tasks to a work order:
e Open the applicable work order in Edit mode.
« Click onthe @ RES@urEES menuy to display the drop down menu.

e Select Estimates from the drop down menu.

RESOURCES
Detail=
Modify Equipment

Actuals
Accounts
Status History
Retmarks

* Inthe Add Estimates screen there are three tabs: Tasks, Labour and Materials.

Tasks | |abour ] Material ]
[roskr | escrption ] hemo

e Click on the Tasks folder to open it. Note: when you enter the Estimates screen, you will be in
Estimate Task mode.

Work Orders
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«  Click on the NEW button IS J at the bottom of the screen to open the New Work Order
task screen as pictured below.

W Mew Work Order Task - Microsaft Interned ... E"E|EI

MNew Waoark Urdar [ ask
W s oo
Task X
St

DesoEiplon

Tilck W -
Click on the QUERY
button to view a list of

e accounts in the Web
| Save | o,

« Enter the Task #. This can be an alpha or numerical number.

« Enter an Account if applicable or click on the QUERY button ﬂ;' to select an account from the Web
Work database.

Leave the account field blank if this task is going to be split between multiple accounts. See Work
@ Orders — Accounts for more information.

« Inthe description field enter the actual task that is to be performed.

« Enter any additional information pertaining to the task. IE: Safety information, MSDS information
etc.

B |
+  Click on the SAVE button & 3. This item will now be displayed when you are in the work
orders Estimates screen for this work order.

e Click on the NEW button _NEwW J to add additional Tasks if required.

4.1.2. Adding Estimates - Labour

Add labour to a work order estimate to indicate the type of contractor/employee required to perform the work.
To add labour to a work order estimate:
* Open the applicable work order in Edit mode.

« Click onthe @ BESOUREES meny to display the drop down menu.

Work Orders
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e Select Estimates from the drop down menu.

Labour [ waterial |
[“oate | Empioyee | Hame | Account | Rate |Add.Cost] rs | Cost |

Total 1] F0.00

« Inthe Add Estimates screen there are three tabs: Tasks, Labour and Materials. Note: when you
enter the Estimates screen, you will be in EstimateTask mode.

e  Click on the Labour folder to open it. Click on the NEW button PN EVV J to open the Add
Labour screen.

e The Work Order # and Trans Date fields are filled in automatically. The Work Order field cannot
be edited, however the Trans Date field can. To edit this field, delete the current date and add the
date of your choice.

« Enter an employee or click on the QUERY button @ to select an employee from the Web Work
database. If a rate for the employee you choose has been entered in the Labour module the rate
field will be updated with this amount.

» Enter a craft or click on the QUERY button “ﬂ;' to select a craft from the Web Work database.

« Enter a Labour Type or click on the QUERY button ﬂ;' to select a labour type from the Web Work
database.

e The Scale automatically defaults to 1. To change this, delete the current scale and add the scale
of your choice.

T Labowr Resawrce - Micreseft internet fxplorer |2 (B[R

» Enter the estimated number of hours into the
Hours field. When you enter the number of Labaur Resaarce (sstimate labsur)
hours, the taxes and total will be calculated by AT
the Web Work system. —
Tranz Culs [ e ]
* The Rate field will be filled in with the rate gk -
setup for the employee in the Labour module. Craf =
To change this rate, delete the rate shown and Labcar Typm Rt =
enter the rate of your choice. e 1
Horx
* Enter any additional cost. If an additional cost -
is added, the taxes and total will be updated FRESeb
accordingly.
Tl
« Enter Tax 1 and 2 if applicable. If taxes are e
entered the total will automatically be e
recalculated. Acron =
Lacriphon
« Enter an account if applicable.
+  The Details field displays the complete name
of the Employee you choose.

Work Orders
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M= o
e  Click on the SAVE button at the bottom right hand side of the screen to save the
labour estimate.

This will return you to the Estimates screen in Labour mode where you can continue to add
Labour, add Tasks or Materials or return to the main screen of the work order.

When you save a task, labour or material estimate, the estimate will be displayed in the table on the
related estimate screen.

4.1.3. Adding Estimates - Materials

Add materials to a work order to indicate the items required to do a job.

To add materials to a work order:
* Open the applicable work order in Edit mode.
« Click onthe @ BESOUREES meny to display the drop down menu.
e Select Estimates from the drop down menu.

In the Add Estimates screen there are three tabs: Tasks, Labour and Materials.

[ Tasks I Labaur IMateriaI

|_Date | Mem | Descripion | Account | Quantity |UnitPrice | Cost _

Total F0.00

e Click on the Material folder to open it. Note: when you enter the Estimates screen, you will be in
Estimate Task mode.

[ lcPerial Resaunos - dicress(® inleinel Exglerer

EEE

«  Click on the NEW button RIS J to open the Add
Material screen.

Movierial Beaoum e = omin s maisoial)

vk Coreiar o)

e The Work Order # and Trans Date fields are filled in ol adn
automatically. The Work Order # field cannot be edited, ey o
however the Trans Date field can. To edit this field, b -
delete the current date and add the date of your choice. -

(s TR

e Enter a storeroom or click on the QUERY button ﬂ;' to -
select a storeroom from the Web Work database. o

*  Click on the down arrow * to select a Storeroom from Ecarmim
those set up in the Web Work system and then click on e .

i, [mecripan
the FILTER button U to display a list of inventory in
this storeroom.
| Save |

e Click the radio button beside the inventory item you wish
to select.

Work Orders
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This will populate the Storeroom, Item, Unit and Price fields on the Material Resource screen.
< Enter the quantity. The tax and extension fields will be calculated automatically.

« Enter any additional cost. When an additional cost is added, the tax and extension field will
automatically be recalculated.

< Enter an account if applicable or click on the QUERY button 'ﬂ to select an account from the Web
Work database.

* The description field will automatically populate with the description of the Inventory item selected.

U a7avir W
e Click on the SAVE button at the bottom right hand side of the screen to save the
material estimate.

e This will return you to the Estimates screen in Estimate Material mode where you can continue to
add Materials, add Tasks or Labour or return to the main screen of the work order.

@ To enter a non-inventory item, leave the Storeroom field blank and enter information into the other fields
as required.

5.1 Work Orders - Actuals

Use the Work Orders — Actuals feature to add actual Tasks, Labour and Materials to a work order.

5.1.1. Adding Work Order Actuals

e Open the applicable approved work order in Edit mode.

RESOURCES
. . Detail=
*  Click on the @ RESSUREES menu to display the drop down Madity Equipment
menu. Estimates

* Select Actuals from the drop down menu. Accounts
Status Histary
Remarks

In the Add Actuals screen there are three tabs: Tasks, Labour and

J Tasks Labour l Material ]

| Task# | Deseripion [ Memo

Materials

Work Orders
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5.1.2. Adding Actual Tasks to a Work Order

To add actual tasks to a work order:

RESOURCES
Open the applicable work order in Edit mode Details
' Mooty Ecquipment
. . Estimates
Click on the @ RESBOUREES meny to display the drop down
menu. Accounts
Status History
Select Actuals from the drop down menu. Remarks

In the Add Actuals screen there are three tabs: Tasks, Labour and Materials.

Click on the Tasks folder to open it. Note: when you enter the Actuals screen, you will be in
Actual Task mode.

Click on the NEW button at the bottom of the screen to open the New Work Order
task screen.

The Work Order # field is populated automatically by the web work system.

In the Task # field enter an alpha or numerical number for the task.

Enter an account number for this task or click on the QUERY button 'ﬂ to select an account from
the Web Work database.

In the description field enter a description of the task that is to be performed.

Enter any additional information pertaining to the task into the Task Memo field. IE: Safety
information etc.

Click on the SAVE button E = This item will now be displayed when you are in the work
orders Actuals screen for this work order.

Click on the NEW button to add additional Tasks if required.

5.1.3. Adding Actual Labour to a Work Order

To add actual labour to a work order:

RESOURCES
Open the applicable work order in Edit mode. Details
hodity Equipment
Click on the @ RESSUREES menu to display the drop down Estimates
ment Accourts
Status History
Select Actuals from the drop down menu. Remarks

Work Orders
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In the Add Actuals screen there are three tabs: Tasks, Labour and Materials.

e Click on the Labour folder to open it.

e Click on the NEW button M| at the bottom of the screen to open the New Work Order
Labour screen.

e The Work Order # and Trans Date fields are filled in automatically. The Work Order field cannot

be edited, however the Trans Date field can. To edit this field, delete the current date and add the
date of your choice.

« Enter an employee or click on the QUERY button @ to select an employee from the Web Work
database. If a rate for the employee you choose has been entered in the Labour module the rate
field will be updated with this amount.

* Enter a craft or click on the QUERY button “ﬂ;' to select a craft from the Web Work database.

e Enter a Labour Type or click on the QUERY button @' to select a labour type from the Web Work
database.

* The Scale automatically defaults to 1. To change this, delete the current scale and add the scale
of your choice.

< Enter the actual number of hours into the Hours field. When you enter the number of hours, the
taxes and total will be calculated by the Web Work system.

* The Rate field will be filled in with the rate setup for the employee in the Labour module. To
change this rate, delete the rate shown and enter the rate of your choice.

< Enter any additional cost. If an additional cost is added, the taxes and total will be updated
accordingly.

« Enter Tax 1 and 2 if applicable. If taxes are entered the total will automatically be recalculated.
e Enter an account if applicable.

e The Details field displays the complete name of the Employee you choose.

* Click on the SAVE button
labour actuals.

 at the bottom right hand side of the screen to save the

This will return you to the Actuals screen in Actual Labour mode where you can continue to add
Labour, add Tasks or Materials or return to the main screen of the work order.

When you save a task, labour or material actual, the actuals will be displayed in the table on the related
actuals screen.

Work Orders
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5.1.4. Adding Actual Materials to a Work Order

Add materials to a work order to indicate the items required to do a job.

To add materials to a work order:
RESOURCES

e Open the applicable work order in Edit mode. Details
Modify Equipment
Estimates

« Click onthe @ BESOUREES meny to display the drop down
menu. EW
Accounts

Statusz History
» Select Actuals from the drop down menu. Femarks

« Inthe Add Actuals screen there are three tabs: Tasks, Labour and Materials. Note: when you
enter the Actuals screen, you will be in Actual Task mode.

*  Click on the Material folder to open it.

e Click on the NEW button | |to open the Add Material screen.

e The Work Order # and Trans Date fields are filled in automatically. The Work Order # field cannot
be edited, however the Trans Date field can. To edit this field, delete the current date and add the
date of your choice.

» Enter a storeroom or click on the QUERY button @' to select a storeroom from the Web Work
database.

* Click on the down arrow * to select a Storeroom from those set up in the Web Work system and
S0,

hvd

then click on the FILTER button | = | to display a list of inventory in this storeroom.
e Click the radio button beside the inventory item you wish to select.
e This will populate the Storeroom, Item, Unit and Price fields on the Material Resource screen.
« Enter the quantity. The tax and extension fields will be calculated automatically.

< Enter any additional cost. When an additional cost is added, the tax and extension field will
automatically be recalculated.

« Enter an account if applicable or click on the QUERY button @ to select an account from the Web
Work database.

e The description field will automatically populate with the description of the Inventory item selected.

e  Click on the SAVE button m at the bottom right hand side of the screen to save the
material actuals.

e This will return you to the Actuals screen in Actual Material mode where you can continue to add
Materials, add Tasks or Labour or return to the main screen of the work order.
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@ To enter a non-inventory item, leave the Storeroom field blank and enter information into the other fields
as required.

5.1.5. Adding Actuals to a Work Order — Example 1

In this example the work order has been issued to change a range hood fan in the kitchen. By adding tasks
to this work order the tradesperson is provided with a checklist on how the work is to be performed.

e Create a work order with “Change Range Hood Fan” as its description.

* Approve the work order. NOTE: Work Orders must be approved before actuals can be added to
the work order.

« Click on the the @ RESOUREES meny to display the drop down menu.

» Select Actuals from the drop down menu. RESOURCES
Detail=

hodity Equipment
Estimates

Accounts
Status History
Femarks

A screen similar to the one shown below will open:

—
2 'Wa et i 0 dn Syviem On The Web - Microsodi Indeinai Eaplermr ': =

T bt e feoas fooll  Ren B - * The work order #
[ i e

= and description is
ADTUALER Wome oRoEm MoDoUasT carried forward from

e Bomarsarines 5 memnusass Bron ™ B HELF the main work order
Vit G PO L B s screen.

Click on the

< applicable tab to add
Tasks, Labour or
Materials.

Hz Tanke currentty hegigned The mode you are in
is displayed at the
bottom left hand side

of the page.
Click on the NEW
button to add a new
task.
P pormad ik a0 ol T
T I
B Cued T o
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«  Click on the NEW button IS J at the bottom of the screen to open the New Work Order
task screen.

e The Work Order # field is populated automatically by the web work system.

« Enter the number for this task (#) — in this example 1.

* Enter an account number for this task or click on the QUERY button 'ﬂ to select an account from
the Web Work database. In this example let's use the Maintenance Account Number:
111824136522.

« Enter a description of the task — Turn off power at breaker box.

- Enter any additional information pertaining to the task into the Task Memo field — the breaker box
is located in the main electrical room on the first floor of the building.

The completed New Work Order Task screen will look similar to the one pictured below:

‘2 New Work Order Task - Microsoft Internet ... EEW}__Q

New Work Order Task

WO # 800

Task # L |

Account |1 11824136522 | @

Description Turn off power at breaker box.

Task Memo The breaker box iz located inthe ~
main electrical room on the first il

¢ Click on the SAVE button | 4 5 to save the task.

e This item will now be displayed when you are in the work orders Actuals screen for this work order.

Work Orders

18-42



Web Work User’s Manual

The work orders actuals screen is pictured below:

1 Wetramric Work dlrder System Un | he Web - Microsals InSsrnet Eaplarer r._ fﬁ hl
Fle Bl Vs Faeisr  Took  Help - s gl - 7
AT f eesbacrane com) + s
— |
AoTUALEs & WoRKE oORDER HOoDULE

R T PR T ] W RS RO B TEEL= @ HELF

el (e 7 [ Py S AT B L

Procedsas

T | Tasks | Labaar Ih'.li-'l". I
Y i Tum ot povwar ol brssiss boa Tes emshsr bae ® osisd in s main shecinosl

roarn an e e Fodr ol e bulideg

Meda; actusl task (1 of 1)

A Pty il Criwent

+  Click on the NEW button |

5.1.6. Converting Estimates to Actuals

When a work order is completed, the work order estimates can be converted to actuals and then edited as
required.

To convert Work Order Estimates to Actuals:
«  Open the applicable work order in Edit mode.
« Click onthe @ BESOUREES meny to display the drop down menu.
*  Select Estimates from the drop down menu.
e Clicking on the task tab will display a list of estimated tasks. Clicking on the Labour tab will display
a list of the estimated Labour and clicking on the Materials tab will display the estimated material

for this work order.

» Click the applicable boxes on the right hand side of the table while in Estimated Tasks, Labour or
Materials.
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«  Click the TO ACTUALS button |ttt . the hottom right hand side of the screen. This

will add the task, labour or materials estimate to the applicable tasks, labour or materials actuals.
When you return to the Estimates window there will no longer be a checkbox beside the tasks,
labour or materials that you added to actuals.

+ Click on the @ RES@uUREES menu and select Details from the drop down menu to return to the

work order or click on the CANCEL button ! CANCEL .

5.1.7. Editing Estimates and Actuals

To Edit Estimates or Actuals:
* Open the applicable work order in Edit mode.
« Click onthe @ BESOUREES meny to display the drop down menu.
* Select Estimates or Actuals from the drop down menu.

* To edit tasks: Click on the task tab to display a list of tasks. Click on the applicable task in the
table to open the Edit Work Order task screen.

2 Edit Work Order Task - Microsoft Internet ... |;||E|[Z|

Edit Work Order Task

WO # 500

Task # K |

Account || | "9}

Description Shut off breaker

Click on the DELETE
/ button to delete this task.
Tazk Memo

«  Enter the new information and click on the SAVE button i to save the changes to the
task.

e  Click on the DELETE button  DELETE if you want to delete this work order task.
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« To edit labour: Click on the labour tab to display a list of labour. Click on the applicable labour
entry in the table to open the Edit Work Order labour screen.

< Enter the new information and click on the SAVE button £ | to save the changes to the

labour.

e To edit materials: Click on the materials tab to display a list of materials. Click on the applicable
material entry in the table to open the Edit Work Order materials screen.

< Enter the new information and click on the SAVE button % to save the changes to the

materials.

5.1.8. Updating Procedures

This menu item can be used to create a new procedure from the Actuals of a work order or to update the
estimates for a procedure with the Actuals from a work order. When you are in the Work Orders module,
click on the @ 2 FE=aTio M= menu to display the drop down menu. The Update Procedure menu item is

grayed out while in query mode.

To update a procedure:

« Click onthe @ @eEraTioms meny and select Work Order Query from the drop down menu.

«  Perform a work order query to locate and open the applicable work order. S —
See performing work order queries for more information about queries. Pl Ve e

ok Dinder iy

Simirh Coeripdels | Eusry
+  Click on the @ @ e==aTiom~= menu and select Update Procedure from the  2rh fizee (G

g 1
drop down menu.

W

L=

. Frind Sedsctesd Wil
* The Update Procedure screen will open as shown below: sind Tres ok

Sarepd Ghustied

A Update Procedure - Microsaft Infe. .. EE'E.

Fpdate Procedme

s g protedure from the Actuals of this
wioitk crder
Procadurs: Click on this radio button to

create a new procedure.

Mext Auto Mumber  [¥]
\ Click in this checkbox if you
F wish Web Work to assign the

next available auto number to
this procedure.

Click on this button if you wish
to update a current procedure
with new information.
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e If you want to create a new procedure using the actuals from this work order click on the radio
button beside Create New Procedure and enter a code for this procedure. A message window will
open confirming the new procedure has been confirmed.

2 Update Procedure - Microsoft... |Z||E|rz|

Procedure 42 has been created
successfully.

Click the checkbox beside Next Auto Number, if you want the Web Work system to assign the next
@ available auto number to this new procedure.

» If you want to update the resources of a current procedure with the actuals from this work order click
on the radio button beside Update resources.

This will attach all tasks, material and labour associated with this work order to the procedure
identified in the Procedure field of this work order.

» A message box will be displayed indicating the procedure has been successfully updated.

A Update Procedure - Microsoft... |Z E|[g|

Procedure 11 has been updated
successfully.

When you update a procedure that has already been assigned to a PM, the procedure for that PM will
@ be updated as well.

6.1 Adding Remarks to a Work Order
Remarks can be added to a work order, to convey additional information about the work order.

To add remarks to a work order:

« Click on the @ @rEraTioMs menu and select Work Order Query |RESOURCES
from the drop down menu. Dietails
Madity Equipment
» Perform a work order query to locate and open the applicable work Estimates
order. See performing work order queries for more information about |Actuals
queries. AcCourts
Status History

« Click onthe @ RESourcES meny and select Remarks from the
drop down menu.
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The following screen will open:

2 Wark Order Slatus Change - Microsall Interned Explarer r: ||E||.T

Wk Cwcier & 00
Cymrerd Slelur AFFTY
Rarwks I

« Enter information into the Remarks field.

| CANCEL |

* Click on the SAVE button E ¥ to save the remarks or the CANCEL button

cancel this action.

At a later date, Remarks can be viewed or edited as required.

7.1 Work Order Accounts

A work order can be assigned to one account or to a variety of accounts depending on the accounting
practices of your organization. If only one account will be used to apply the labour and materials for a work
order, simply enter the applicable account in the Account # field on the main work order screen.

When assigning procedures to multiple accounts you can set the costing to never exceed either the

percentage rate ( a portion of the total cost — IE: 10%) or the cost total (an amount you choose IE: $223.00)
you choose.

7.1.1. Applying the costs of a work order to more than one account

To apply a work order to more than one account:

e Open an existing work order or create a new work order. You must be in EDIT mode to assign
accounts to a work order.
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« Click onthe @ RESourREeES menu and select Accounts from the drop down menu.

RESOURCES
Detailz

Madity Equipment
Estimates
Actuals

Status Histary !, !

Remarks

The Work Order Accounts screen as pictured below will open:

N Webrea ks Werk Ordar Syuem On Ths 'Wed - licrosali brismes Fxplarer '__? E
My EE vew Powdm Tosh e kd = I®

I [t oo B ﬂ W
— |

wWoRy oMo EMN DD uLE
- T T ~ W T4 TIPS T ] T = HEkr
Pk Dyl § [l Ui i (Pl
Fatl £5 01 a
[ domani | Gmowms | Comi | Feromies |
Tkl o i L8

When accounts are
assigned to this work
order they will appear
in this table.

IR IR LR EJEIEI R R

Click on the NEW
button to add an

Meds: scoogpds (1= 10

. Click on the NEW button | | at the bottom right hand side of the screen to open the Add

Work Order accounts window.

» Enter an account into the Account field, or click on the QUERY button 'ﬂ to select an account from
the list of accounts in the Web Work database.

» Enter the percentage of the work order that is to be charged to this account. Do not enter a percent
sign, only the numerical value of the percent.

* The Cost Amount/Keep Cost feature can only be used after costs have been added to the Work
Order actuals.
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» Select Keep Percentage or Keep Cost by clicking on the radio button beside the applicable field.

If Keep percentage is selected, the costs assigned to the account will never exceed the selected
percentage. If Keep Cost is selected, the cost assigned to the selected account will never exceed
the maximum cost you select.

* Click on the SAVE button ¥ to save this account information. You can then return to
the main work order screen by clicking on the the @ BES8uUREES meny and selecting Details from
the drop down menu or you can continue assigning accounts to this work order by clicking on the

NEW button £ J and repeating the preceding instructions.

7.1.2. Editing Work Order Accounts

To edit work order accounts:
* Open the applicable work order.
« Click onthe @ RESourREES menu and select Accounts from the drop down menu.

» Select the account entry you wish to change by clicking on the applicable Account or Description in
the table.

» This will open the Edit Work Order Accounts window as pictured below:

3 Edit Work Order Accounts - Microsoft Internet E.... E| m E

Edit Waork Onder Acoowmts

Viork Crder. B

Bcount 114524 36523 !
Frrcerings 3

Lozt Amount 1

-~

(5] MespPercentage ) Hesp Cost

[S~ve Y octere

» Update the information as required and then click on the SAVE button £ 4 to save the

updated information.
» To delete the work order account, click on the DELETE button ! D ELETE-J
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8.1 Performing Work Order Queries

Locating work orders with similar attributes is easy with Web Work’s Query by Example feature. See System
Overview for more information on query by example.

8.1.1. Performing Work Order Queries

To perform a Work Order Query:

OPFEAATIDNS
Pl Wl e {Baly Mt )
on the left e

WoRE ORDERS

e Click on the WORK ORDERS button

hand side of the screen to access the Work Orders module. By default
Binich Complats [Cusry i

the Work Orders module opens in query mode. i Chome (Ghowrs)
rergs Siahun
« If you have been working in another work order mode, click on the e
9 Oe=EsaTionMs menu at the top of the screen and select Work Order 7%
Query from the drop down menu. t1 ?ﬁ-ﬂ Ve

. . e Gy
The work order screen will open in query mode as shown below:

B T ek Wk D e SEriem On The Web - Hicresof Imieaeed [aploas I'-_ E i

M b ven Preaiss  teh belp H- &
] b et mestecvies. cownd | s
wonRy oRGEn MODOLUE
i o O Fonam 8 HELE
ik Ceder 0 |
Peacecies | B rwecesan | = P |
Pty — L TS - e [ =
(e Ty ] ) q Ran r
Epuiperw=i I # Dty Thee |
il we Passriirg Cop Cparsor Negay | =
oo B CrenDes | B om | 5
::m'. .......... — Iﬁwl:ﬂ r-—.._ : r-—-——_— q
r—— B cowowe | o | =5
I Cad Dorsion | Cnpicess | =
huged Ky H Crarg P oo | '.'I
Huode: query
TR R T s s SR Ty [ RSN

» Enter selection criteria into any of the fields.

| LODIKLIE 5 display a list of records matching the criteria you

e Click on the LOOKUP button
specified.
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&

+ Toopen any of these Work Orders click the selection box on the right hand side of the applicable

Work Order(s) in the table, and then click on the RETRIEVE button l TimEiias
bottom of the screen. The Work Orders will appear on the screen. If you selected
multiple Work Orders, when you retrieve them an arrow will appear on the bottom left o
hand side of the screen. Click on this arrow to move from one work order to the next.

at the

Mext

Comparison operators such as: <, >, null, not null and % - wild card can be used to further define
a query. See System Overview — Query By Example for more information.

8.1.2. Work Order Queries - Examples

Some examples of work order queries could be:

&

To open all work orders that were opened on July 1, 2001: enter 7/1/2001 into the “Open Date” field
and click on the LOOKUP button LOokUP :

To open all work orders that are Priority 1 work orders: enter 1 into the Priority field and click on the

LOOKUP button Ia=l=LauIg)

To open all work orders for the location SCH12: enter SCH12 into the Location field and click on the

LOOKUP button Ia=l=LauIg)

If you want to open all work orders with the criteria you have indicated, you can simply enter the
selection criteria into the applicable field (s) and then press the enter button on your computer
keyboard.

8.1.3. History Filter

The Web Work history filter can be used to include/exclude closed and cancelled work orders from work
order queries.

To set the history filter:

* Click on the WORK ORDERS button on the left hand side of the screen
to access the Work Orders module. By default the Work Orders module opens in query mode.

«  Click on the %@ T==L® menu and select History Filter from the drop down menu.
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The History Filter screen will open as pictured below:

2 Set History Filter - Microsoft Internet E... |:|[z|

Set History Filter

Change option to includeiexclude clozed and cancelled work arders

framm you gueties!

Uzer ID TERO

Currert Fitter

e Click on the down arrow EI to select Show Closed Work Orders or Do Not Show Closed Work

Orders Only from the drop down menu.

+ Click on the SAVE button |

| to cancel this action.

8.1.4. Saving Work Order Queries

With the Web Work Saved Query feature you can save commonly performed
gueries to access at a later date.

To Save a Work Order query:

» Perform a work order query. See work order queries for more
information on performing queries.

« Click onthe @ @rEraTIoME menu and select Saved Queries from
the drop down menu.

! to save the updated information or the CANCEL button

DPERATIONS
ey Vori Order {8180 Muridsa|
e Vo Crer
¥¥ork Crdler Glusey
Batch Complsts (Gusry)
DBatch Clozs (Guery)
= Tinhp

i
Calenchar
‘Wistuchs {argax
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The Saved Query Manager screen will open as pictured below:

! Sowed Nuery Monegsr - Bicrogodl bbarms Exgplo,,, r_ "'Dlrﬂl

Bl
ik onm aweed qusry bekrsr e run m
[TERT j
2B Wors Cotiers ey A
Hich 36 Gusry [TERD Jj

» Enter a name for the Saved Query

e Click on the checkbox beside Shared if the query is to be shared with other users.

« Clickon =AYE o save the query. It will now appear in the Saved Query list.

e Click on the [ﬂ to close the Saved Query Manager screen.

8.1.5. Running Saved Queries

To run a saved query:

e Click on the WORK ORDERS button m on the left hand side of the screen

to access the Work Orders module.

« Click onthe @ 2FEraTIoMS menu at the top of the screen and select Saved Queries from
the drop down menu to open the Saved Query Manager window.

e Click on the name of the query you want to run.
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e The query will be performed and the query screen with a list of records matching the criteria for
the query will be listed.

« To open any of these Work Orders click the selection box on the left hand side of the applicable

Work Order(s) in the table, and then click on the RETRIEVE button at the
bottom of the screen. The Work Orders will appear on the screen. If you selected
multiple Work Orders, when you retrieve them an arrow will appear on the bottom left o

hand side of the screen. Click on this arrow to move from one work order to the next. Mot

8.1.6. Editing Saved Queries

To edit a saved query:

e Click on the WORK ORDERS button on the left hand side of the screen
to access the Work Orders module.

« Click onthe @ 2FEraTIoMS menu at the top of the screen and select Saved Queries from
the drop down menu to open the Saved Query Manager window.

e Click on the EDIT button beside the query you wish to edit.

The following screen will open:

; Query Edil - Broselt |nberned Explader

Saved Quoery Ealit
‘Alorkorder resduls

PR e 26 Dty
Chsary:  Salsc] fron Verkorder VeHERE

Frisnaly. oarfumie  S2AN00 s 5] (Cioaed W0
L= ]

COmenmls w W20 M 260 AR Divizkn b Bl
IR iy 1L ") DRSS BY W
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« Make the necessary changes and click on =%YE  to save the query. This will return you to the

Saved Query Manager window. Click on the name of a query if you wish to run it or on the to
close the Saved Query Manager.

9.1 Completing Work Orders

When a work order is finished, change its status to complete.

9.1.1. Completing a single work order

e Click on the WORK ORDERS button m on the left hand side of the screen to

access the Work Orders module.

. . PERNTIDNS
* Locate and open the applicable work order. See Work Order Queries for hleove Wiork Crclar (b Mumber)
more information. s Wl e

viark Crcdisr Sy
Esloh Coenplets (GRS

« Click on the @ 2@FPEraTio~s menu and select Change Status from the I

drop down menu. !
Ligaiate Prosoeduns
i

A screen similar to the one pictured below will open: bpiipt el

Prirs This Vi

Sl Gl

N Wark Order Stai us Change - Microsoll Internel Explarer

iPaark Orer i BT

Curent Tisluz  AFPIE Click on the UPDATE button
Changes St 1| AFFR u beside the Complete Work Order

field to open the Complete Work
Urisppersae Wik Ovder and el stste o KEWRED: &

4
d Order screen.
Ciripbirki Wi b Crdair (100 16 Cirighista M

P
HErmarics

3
e Click on the update button beside Complete Work Order to open the work order in Complete
mode as shown below:
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T} wetrwrra: Work Drger Smifam Un e Wak - Microed] imler red Exglamar r: I'EE
Fie [k Ve Feodsr Qe dEp -\..i = P

it et <y w

4|
g

WonReE oRDER MEOSULE

@ CramaTimne O REESLALEE B Tmunm & Hrue
vl Cvciae Rl ek ol Y B
Fromesiey |
Cang s !.I-T'F‘HI-I ImkAEy Enter a completion remark or
ek Pemiy [0 click on the QUERY button
I beside the Comp Remark field
Fu'sa .
= r < to select a predefined Comp
e = - Remark from the Web Work
I database.

B ik Cosa 1 M raiccdaz | B sy | L

AL COWE e

Made: conpleis 01 of 1)

&Sy W Creamai

» The Work Order #, Description and Procedure fields are populated by the work order and are read
only fields.

e The Comp Date is populated with the current date. To edit this date click your mouse into the field,
delete the current date and enter the correct date.

» Enter a Meter Reading if applicable.

» Enter Downtime in hours if applicable.

e Enter a Comp Remark or click on the QUERY button 'ﬂ to select a comp remark from the Web Work
database. If a Comp Remark is selected, the description for it will be displayed in the memo field.
Additional remarks can be added to this field. If you do not use a Comp Remark, you can type in any
remarks into the memo field.

* Enter afault code 1, 2 and 3 if applicable or click on the QUERY button 5 to select a fault code
from the Web Work database.

e Click on the SAVE button ¥ i to complete the work order and return to the main screen of
the work order. You will note that the Status field has been updated to display COMP.
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9.1.2. Batch Complete (Query)

The Batch Complete (Query) feature can be used to locate and complete multiple work orders with the
criteria you select.

To complete a batch of work orders:

e Click on the WORK ORDERS button on the m‘:ﬂ::mmum,

left hand side of the screen to access the Work Orders module. Mara: ek Circhar
WOk Crser Gty
« Click onthe @ 2rersaTioms menu and select Batch Complete Bafich Glose (Guery) |
(Query) from the drop down menu. aafimn
«  The Web Work screen will open in Batch Complete: Query mode. e
» Enter selection criteria into any of the fields on the Web Work screen. sl Carrine

For example if you want to complete all work orders opened on a certain date, enter the applicable
date into the Open Date field. For more information on queries see Work Order Queries.

L LOOKLIE FR display a list of records matching the criteria you

» Click on the LOOKUP button
specified.

* To complete any of these Work Orders click the selection box on the right hand side of the applicable
Work Order(s) in the table, or click on Select All to select all the records.

RSN ot the bottom of the screen.

e Click on the RETRIEVE button

A screen similar to the one pictured below will open:
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The Comp Date is populated with the current date. To edit this date click your mouse into the field,
delete the current date and enter the correct date.

Enter a Comp Remark or click on the QUERY button 'ﬂ to select a comp remark from the Web Work
database. If a Comp Remark is selected, the description for it will be displayed in the memo field.
Additional remarks can be added to this field. If you do not use a Comp Remark, you can type in any
remarks into the memo field.

Click on the OK button &
Query mode.

to complete the work orders and return to Batch Complete:

9.1.3. Viewing Completion Details

To view Completion Details for a work order:

Click on the WORK ORDERS button on the left hand side of the screen to
access the Work Orders module.

Locate and retrieve the applicable work order. See Work Order Queries for more information.

. . RESOURCES
Click on the @ RESOUREES meny and select Completion | Costie

Details from the drop down menu. Wity Expapiasii
Extrmasias
[T K. L4
lew el p b
Sl Hisdonry

The Work Order Completion Details screen will open.

When you are finished viewing the completion details, click on the CANCEL button ==
close the Work Order Completion Details window and return to the work order.

10.1 Closing Work Orders
The Batch Close (Query) feature can be used to locate and close multiple work orders OPERATIONE
with the criteria you select. e e

Wik Dodar Swary
B b Complale [ Gaery

To close a batch of work orders:

Click on the WORK ORDERS button on the left hand o oo

side of the screen to access the Work Orders module.
Click on the @ 2 FE=aTio M= menu and select Batch Close (Query) from the drop down menu.
The Web Work screen will open in Batch Close: Query mode.

Enter selection criteria into any of the fields on the Web Work screen.

For example if you want to close all work orders completed on a certain date, enter the applicable
date into the Comp Date field. For more information on queries see Work Order Queries.
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111

okKUP

to display a list of records matching the criteria you
specified. Only completed work orders will appear in the query results.

To close any of these Work Orders click the selection box on the right hand side of the applicable
Work Order(s) in the table, or click on Select All to select all the records.

Click on the RETRIEVE button at the bottom of the screen.

The Close Date is populated with the current date. To edit this date click your mouse into the field,
delete the current date and enter the correct date.

Enter a Closing Remark or click on the QUERY button ﬂ;' to select a Comp remark from the Web
Work database. If a Closing Remark is selected, the description for it will be displayed in the memo
field. Additional remarks can be added to this field. If you do not use a Closing Remark, you can
type in any remarks into the memo field.

. OK

Click on the OK button === {0 close the work orders and return to Batch Complete: Query
mode.

Emailing Work Orders

In Web Work a work order can easily be emailed to the requester, employee, Manager or another recipient,
using Web Work’s built in email functionality.

TOOLS
To Email a Work Order: |Reports
Link=
. . Histary Filter
e Open the applicable work order by performing a work order query. See -
work order queries for more information on performing queries. ' ! l

Click on the @ T==t® menu and select Email from the drop down menu.

When you select Email from the Tools menu, the Web Work Email function screen will open as
shown below:

N tard Emaidl - Hicroamli benira Foplorar

Sund Email
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&

Enter information into the applicable fields.

To Field: You can choose to email the open work order to the Requester, Employee, Manager or
another person you define. Note: If you select Requester, Employee or Manager, the email address
contained in the labour record for the person named in these fields of the work order is the address
where the work order will be sent.

This work order can also be sent to a cellular phone — providing the cellular phone has email
functionality. Simply enter the email address for the cell phone into the To field of the Email screen.

CC Field: You can choose to carbon copy the open work order to the Requester, Employee,
Supervisor or another person you define. Note: If you select Requester, Employee or Supervisor,
the email address contained in the labour record for the person named in these fields of the work
order is the address where the work order will be sent.

From Field: The email address of the person logged into the system will be displayed in this field.

Copy Yourself: Click on the check box beside Copy Yourself to have this email sent to your default
email address.

Subject Field: The Re: or Subject field by default will contain the Work Order identification number.
You can add to this information or change this information as required.

Message Field: The message field contains the work order id, location, equipment and request. You
can add to this information as required.

Click on the SEND button = ' to send this email and return to the work order screen. If you

wish to exit this screen without sending this email click on the CANCEL button [#= |

If you have multiple work orders open, only the one displayed on the screen will be
emailed. To send additional work orders by email, open the details page of the applicable
work order and then follow the steps above.

The default email server is setup in the Admin module. See Admin module — System defaults for more
information on this function.

12.1

Printing Work Orders

There are two ways to print work orders. You can print an individual work order or multiple
work orders that you have selected and retrieved.

12.1.1.

To print only the Work Order that is currently displayed on the screen:

» Click on the PRINT button mfﬂ the bottom right hand side of the screen or click on
the @ @ FEraTIoNS menu and choose Print this WO from the drop down menu.

e The selected record will open in a new browser window.
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Illl'-'lhl.ﬂﬂhl. .
» Click on File and select Print from the drop down menu to proceed with o O
printing. s Cgsts (thisry

PR LT T
i

e e L]

Lveed il ! |

12.1.2. Printing Multiple Work Orders

To print multiple work orders:

e Perform a work order query to open the desired work orders. See Work Order Queries for more
information on performing queries.

« Click onthe @ @rEraTiorMs menu and choose Print Selected WOs from the drop down
menu.

e The selected work orders will open in a new browser window. Click on File and select Print from
the drop down menu to proceed with printing.

13.1 Work Order Calendars

DPFERATIDNG
. 3 . Pl WAORR) e |l Pbnibese )
The Work Order module includes a calendar, which displays work orders by bl Vel Criee
target date. The contents of the calendar can be filtered by: Location, S Bl
Equipment, Craft, Crew, Manager or Employee. The calendar is a useful Ewrh Clase [Guseny

scheduling tool.

To view the calendar, click on the @ 2@ FEsaTio~s menu and select Calendar

e Charges e
from the drop down menu.

. . Sareed GRS
The following screen will open:
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April 2002 - Workorder Calendar
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To print the calendar click on the PRINT button at the bottom right of the screen. This will print the
calendar displayed on the screen.

To sort click on the down arrow EI beside the PMs for field and select Location, Equipment, Employee,
Craft, Crew or Manager.

Enter the code for the applicable selection into the next field, or click on the QUERY button ﬂ;' and select the

applicable code from the Web Work database. Click on the GO button to display a calendar matching
the criteria you selected.

Click on the arrows on either side of =<Month == {5 move from one month to the next.

To view details about a specific calendar entry, click on the three dots after the applicable entry on the
calendar.

A screen similar to the one shown below will open:

A Daity Colendar - Microsal | Inlernet Explorer

Daily Calendar

A -Agr-11
Clish an the Wessardar ler 1uli dalads aida pani
Woark Order Desoription Lecation Equipment Priority
=1l Fluid Leve! Ingspeciion JIBEX EMG3T1 B2
8329 Inzpect Floor Waxer Pi&-DT-RYW

Barck to Moathly Calemdar

To open any of the Work Orders displayed click on the applicable Work Order #. To open all Work Orders
displayed for this date click on Select All.

To return to the monthly calendar click on Back to Monthly Calendar.

The calendar is Read Only.
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14.1 Modifying Equipment

The modify equipment feature can be used to change the location of a piece of equipment, change the
equipment operator or change the status of a piece of equipment.

To modify the equipment:

* Click on the WORK ORDERS button m on the left hand side of the screen to

access the Work Orders module. T

Details
e Locate and open the applicable work order. odity Equipmert

Estimates
+ Click onthe @ RES@uUREES menyu and select Modify Equipment &ctusls
from the drop down menu. Accounts
Status History
The following screen will open: Remarks

A Equipment Modifications - Microsoft Internet Bplorer

Equipment Modifications

Click on the
Equipment TR Tk 133 CALENDAR button to
. e R open a calendar and
by D st - select an alternative
date.
Cument Location 0023 Public o ks wand Click on the QUERY

button to see a list of
codes in the Web Work
database.

Hawr Lecalien (] g Ptz "l""'{l'l?"_-‘ﬁ'ﬂ

Cumanl EQ Stalis DPERATIHG
Hewmr B3 Statue CPERATNG ﬂ

Curmant Oparaler  ATABWS
Hwms Cip&raio RTABS -1

[ Save J Cancel

» Enter a new Modification date if applicable or click on the CALENDAR button : and select the date
from the calendar.

» Enter the new Location into the New Location field or click on the QUERY button ﬂ;' to select the
location from the Web Work database. The location description will fill in automatically.

» Enter a new EQ Status if applicable into the New EQ Status field or click on the QUERY button 'ﬂ to
select one from the Web Work database.
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» Enter a new Operator (if applicable) into the New Operator field or click on the QUERY button @ to
select the operator from the Web Work database.

«  Click on the SAVE button & I. The Equipment record will be updated with the new

information.

If the equipment has any child equipment associated with it a message box like the one shown
@ below will be displayed. Click on the OK button to update the child equipment, click on the CANCEL
button if only the current equipment’s location is to be changed.

Microsoft Internet Explorer, D_<|

| P 1 Location has changed. Do you want ko update the location of all child equipment as well?
\{{) Click Cancel if only the current equipment's location is ko be changed.

I l [ Cancel

15.1 Work Order — Reports

TOOLS

To access Work Order reports click on the @ T2=Ls menu
and select Reports from the drop down menu. Link=

History Filter

A screen similar to the one shown below will open:
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Click on any of the Reports listed under Standard or Custom, to open them.

&

15.1.1.

Only reports applicable to the Work Order module will be displayed. To view all reports, click on the

REPORTS module button on the left hand side of the Web Work screen. For
more information about reports, see the Reports section of this manual.

Creating Work Order Reports

Reports cannot be created in the Work Order module. To create work order reports click on the REPORTS

module button

15.1.2.

e LLtlll {0 access the report writer and create the report.

Printing Work Order Reports

Work Order reports can be printed from the Work Order module or from the Reports module.

To print a report in the Work Order module:

e Open the Work Order module.

«  Click on the TOOLS menu @ T==L= and select reports from the drop down menu.

» Select the report you wish to print by clicking on its title.
The report will open in Preview mode.

» Click on File and select Print from the drop down menu to print the report.

urrﬂ' “har  Favorksr Toch e

L ¥
s .. vl
Eclt weith Mecraial Front®age

Sren e
Page Sehio
Privl Prrvadnd. .. L

Sl ]
[rmport ared Expewrt.

Frogertiss

Work OFfine

o

When printing reports ensure that the printer settings are specified to suit the report and the target
printer.
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16.1 Links

When you are in the Work Order module and select Links from the @ T==%= menu, the Web Work
Create/Edit Links window will open as shown below. You can view existing links or create new links
using this feature.

ﬁl inkz sup - Bicroesfl Inlenmsl Explarer

Croata/EditVime Links - Links opes in g nrer wandos

(o ewrpe oo Srengaroow

¢ Ll Bl N bl

iy Mntaranca Bhg ripraroa Araron
= dmaricw

[, e Chiagidiaal By 8 Haall
A W BT B

T G IS

You can only view links, which have been setup to be accessible from this module or from all
@ modules. Links set up in other modules with the accessibility set as only within that module will
not be shown.

For information on creating New links see the Links section of this manual.
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